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I. MUC PiCH

S4 hidu: QT.KT-02

Lin ban hanh: 01

Ngay ban hanh: 20/11/2017

- Théng nhét cach thirc td chire thi cia cac hé dao tao (béc Pai hoc va Cao dang).

- Pam bao cdng tac xir ly diém mang tinh chinh xac cao va luu trir diém thi duge an toan.
Il. YEU CAU

Viéc 16 chire thi mang tinh nghiém tuc, khich quan.
Piém thi duge xtr 1y chinh xac, cong bd cong khai cho ngudi hoc.

Céch luu trir diém thi thudn tién cho cong tac tra et

I11. PHAM VI AP DUNG

_ Pham vi ap dung: cho tat ca cic ky thi (gilra ky, két thic hoc phén) ctia tat ca cac hé dao tao

(bdc Dai hoc va Cao &éng}.

Don vi thuc hién: Phong Khao thi va Dam béao chit lugng.

IV. TAI LIEU DAN

Quy dinh cdng tic khao thi ctia Truomg Dai hoc Khoa hoe Ty nhién, PHQG-HCM (ban
hanh kém theo Quyét dinh s6 1421/QD-KHTN-KT&DBCL ngay 14 thang 10 ndm 2016 cua Hi¢u
trudng Truémg Dai hoe Khoa hoc Ty nhién, DHQG-HCM)

L

U VIET TAT
P KT&DBCL: Phong Khao thi va Dam béao chit lugng
P.DT: Phong Pao tao
P.QTTB: Phong Quan tri thiét bi
P . TCHC: Phong T6 chirc Hanh chinh
P.TTPC-SHTT: Phong Thanh tra phap ché - S& hitu tri tug
P.KHTC: Phong Ké hoach tai chinh
Khoa/BM: Khoa/Bd mon
GV: Giang vién
SV: Sinh vién
DKHP: Ding ky hoc phén
CBCT: Can b coi thi




VL. QUY TRINH THUC HIEN

CONG VIEC
CHINH

CAC BUGC THUC HIEN

THU'C HIEN

BIEU
MAU

1. X¢ép lich thi

1. P.DT chuyén dir liéu DKHP cho P.KT&DBCL theo de
nghi cua P KT&DBCL (Néu la ky thi két thic hoc phén thi
P.DT s& chuyén kém dit liéu SV ng hoe phl}

2. PKT&DPBCL xép lich thi (giita k¥, két thuc hoe phén)
giri vé cac Khoa/BM de thong bao cho GV biét lich thi va
chudn bi ra dé thi, dong thoi P.KT&DBCL thong bao lich
thi cho SV truée 1 thang ké tir ngay bat dau thi.

P.XT&DBCL,
P.BT, GV, 8V,
Khoa/BM

Lich thi

2. Mai CBCT

1. PKT&DBCL truc uep mdoi CBCT déi vai cae mon hoe
thi tai co s& Linh Trung

2. Tai co s¢ Nguyén Vin Cir, P. KT&DBCL giri vé cac
Khoa/BM sb lugng CBCT cua timg bubi thi, Khoa/BM s&
bé tri CBCT (truomg hop Khoa khéng b tri du CBCT,
P.KT&DBCL sé b sung CBCT).

3. Hoan tit cong tic moi va tong hop danh sach CBCT
trude ngay thi 2 tudn.

P.KT&DBCL,
Khoa/BM,
CBCT

- Danh sach

can b coi
thi

3. Phan phing
thi, in danh
- sach thi

1. P.QTTB cung cép phong thi cho P.KT&DBCL theo dé

nghi cta P.KT&DBCL (trong thoi gian tir 3 — 5 ngay).
2. P.KT&DBCL xudt dir lidu lich thi chi tiét va thong bao
cho SV théng qua tai khoan trén h¢ thong Portal.

3. P.KT&DPBCL in danh sach timg phong thi, chudn bj cho
wng tac t6 chire thi.

P.KT&DBCL,
P.QTTB, SV

Lich thi
chi tiét,
danh sach
thi

4. In sao, déng
goi va hru trir
de thi

1 KI &DBCL nhan dé thi tir GV, in sao, dong gdi va luu
trit tht ca dé thi cla cac hoe phin t6 chure thi (gitta ky va
két thuie hoc phén).

2. Céng tac in sao dé thi phai hoan tat it nhét 5 ngay trudc
ngay thi va duogc thyre hién ngay tai P.KT&DBCL.

P.KT&DBCL,
GV

| 5. Chuén bi
thi

1. TruGe ngay thi 1 tuin, P.KT&DBCL sé chudn bi hé so
thi (tar ca 2 co s0).
2. Mdi hd so thi gom: Bia dyng céc loai biéu mau, bién ban
(G1a:,r cam doan, bién ban mé dé, bién ban xtr 1y ky ludt SV
vi pham quy ché thi va luu y cong tac coi thi cua CBCT);
danh sach thi; gidy thi (tu lugn hoge phiéu tra loi triie
nghxém} gidy nhap va dé thi da duge nhén ban.
 P.KT&DBCL chuin bj sin gidy vao phong thi dé gioi
thu;u SV vao phong thi trong tmcmg hep SV khing c6 tén
trong danh sach thi do DKHP tre.
4, P.TCHC bd tri xe dua don CBCT va xe chuyén dé thi
lén Linh Trung theo dé xudt ciia P.KT&DBCL.

P.KT&DBCL,
P TCHG

Ho6 so thi

6. Cong tac
thanh tra,
giam sat thi

1. P.KT&DBCL gui lich thi chi tiét (c6 phong thi) cho
P.QTTB d¢ P.QTTB kiém tra lai va mé cira phong thi vao
cac budi thi.

2. P.KT&DBCL g lich thi chi tiét (co phong thi) va danh
sach CBCT timg budi thi cho P.TTPC-SHTT dé P.TTPC-
SHTT thanh tra céc budi thi.

3. P.TTPC-SHTT s& phan héi lai cho P.KT&DBCL cdc
CBCT véng thi hodc coi thi tré so véi quy dinh (CBCT phai

O mat trude gity thi 15 phut).

P.QTTB,
P.TTPC-SHTT

P.KT&DBCL, |

Lich thi
chi tiét,
danh sach
CBCT
timg
phong thi
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7. Cong tac coi
thi

1. CBCT c6 mit tai P.KT&DBCL dé nhin ho so thi trude
gi®r thi tir 15 — 20 phut.

2. CBCT thyc hién theo huémg dén cong tac coi thi da
dugc Jghuan bi trong hé so thi.

3. Cubi ca thi, CBCT ndp bai thi tai P.KXT&DBCL va ky
viio bién ban ban giao bai thi cho Thu ky thi.

4. Cac vén dé phat sinh trong cdng tac coi thi phai duge
CBCT béo cho P.KT&PBCL giai quyét.

P.KT&DBCL,
CBCT

Hb so thi,
bai thi

8. Cong tic

chim thi

1. P.EKT&PBCL giri mail hodc dién lhﬂﬂl méi GV dén trs,n,
tiép P.KT&DBCL dé nhén bai thi chim.

2, Thoi han gui lai diém va bai thi da chim cho

P KT&DBCL la 2 tuan ké tir ngay thi.

3. Truémg hop GV vao diém bi sai sot thi phai lam bang
diém hiéu chinh giri P.KT&DBCL.

4. PXT&DBCL sé gui tat ca bang diém di co chit ky cla
GV chdm thi cho Ban chi nhiém Khoa/BM ky duygt.

P.KT&DBCL,
GV

Bai thi,
bang diém
tong két,
bang diém
hiéu chinh

9. Cong tac
thanh toan thi

1. P.KT&DBCL phy trach tong hop va thanh toan cac
khoan thii lao to chire thi va giri céc bang thu lao cho
P.KHTC chuyén khoan, hoan tit thanh toan trong vong 2
tudn ké tir khi két thue dot thi.

2. PKT&DBCL giri cac bang thanh toan thi lao coi thi,
chﬁm thi cho gmo vu hodc Ban chu nhiém Khoa/BM dé
kiém tra (néu can).

P KT&DBCL,
P.KHTC

Bang
thanh toan
thi lao o

chirc thi

10, Xw I}
ﬂlem, cbng bo
diém thi cho
SV

1. Bang diém sau khi GV gui lai s& duge P.KT&DBCL
nhép liéu bing cach scan va nhin dang dlem thi.

2. PXT&DBCL in bang diém dd nhap déi chiéu, kiém do
v&i bang diém gbe dé dam bao cong tac nhdp va xu ly diém
duge chinh xac.

1. Diém sau khi duge kiém do sé duge cong bo cho SV trén
hé théng Portal.

P.KT&DBCL

11.
diém thi

Luu triv

1. Bang dIE:I"I’l (ban gbc) s& dwge lwu trir t;u PKT&DBCL,
dong thii duge scan va luu trong may tinh.

2. PKT&DBCL s& chuyén giao file dir liéu va in bang
diém da nhap CD ky xac nhin cia P.KT&DBCL cho P.DT
sau khi hoan tAt cong tac xir 1y diém thi.

P.KT&PBCL,
P.DT

IEU TRUU‘JG

Thanh Déo



